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Please distribute this alert to any users within your agency who are responsible for personnel administration.

Electronic Official Personnel File (e-OPF)
· Information regarding a new e-OPF review process for OIG, Bureau of Special Investigations
Outlined below is a new process for granting employees in OIG, Bureau of Special Investigations access to the e-OPF of an agency employee under investigation.  The new process will eliminate the need for OIG special investigators to travel to agency locations to view OPF documents in-person or for agency e-OPF coordinators to access, download, and print OPF documents on OIG’s behalf.  Access to the e-OPF of an agency employee will only be granted to one of two designated staff at OIG; it will not be granted directly to OIG investigators.
· Agency HR staff will receive an email from one of two designated administrative or clerical staff employees working in OIG, Bureau of Special Investigations, requesting access to an employee’s e-OPF as part of an official investigation.
· Agency HR staff should review the entire e-OPF for the employee under investigation and certify/remove all documents as appropriate.
· Agency HR staff should then request e-OPF access for the OIG administrative or clerical staff person by contacting the HR Service Center, Agency Services and Operations at 877.242.6007 and selecting option 1.
When calling the HR Service Center, be prepared to provide the following:

HR Office Rep Who Approved Request (caller):

Name

Agency

Employee Under Investigation:

Name

Personnel Number

Position Number

Designated OIG Reviewer Information:

Name

Personnel Number

Position Number

· The action to add the access will be completed as part of the phone call.  This process requires overnight processing.  The e-OPF access for the OIG reviewer will not be available until the following business day and will only be available for 2 business days.

· The HRSC representative will inform the agency requester that access has been granted to the OIG administrative or clerical staff employee.

· Agency HR staff should follow-up with the OIG requester that access has been granted, including the effective date and duration of access.

Questions?
If you have any questions regarding the new e-OPF review process for OIG, Bureau of Special Investigations, please submit an HR help desk ticket under the Abledoc/e-OPF category. You may also call the HR Service Center, Business Information & Support Division at 877.242.6007, option 4.
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